



     BARNSLEY COLLEGE
JOB DESCRIPTION (REC 3)  
Post Title:

Human Resources Manager

Department:

Human Resources


Reporting to: 

Director of HR
Grade:


Management Spot Point 33



Summary of the Post 
To lead on the operational management and development of the College HR function including personnel, staff development and payroll, ensuring an efficient and pro-active HR service is delivered.
Main Duties
· Lead and manage the HR function and ensure all members of the department carry out their work in an efficient and effective manner and that HR provides the appropriate systems and structures to support the College achieve its objectives.
· Develop and maintain a positive employee relations framework and climate at an operational level.


· Maintain and develop a responsive and efficient employee resourcing service to attract and retain high quality employees across the College in appropriate contractual relationships.
· Ensure that accurate and timely management information is provided and available to support departments and their management activities (including Performance Review and Business Planning data).

· Manage the implementation and supporting the continuous development of all College HR policies and procedures, ensuring that these are applied in a consistent and fair manner. To propose relevant amendments to existing or suggest the implementation of relevant new policies.

· Ensure an effective and pro-active approach to the management of absence, occupational health, stress at work and capability.

· Develop and implement appropriate Wellbeing initiatives and activities to support all staff within the College.


· Manage and develop reward systems and process (including payroll, pension administration, staff benefits etc).

· Any other duties commensurate with the grade as appropriate.

Standard Duties in all College Job Descriptions
· Engage in the implementation of College Quality systems. 

· Show a commitment to diversity, equal opportunities and anti-discriminatory practices. 

· Show a commitment to ensuring that children and young people learn in a safe environment.

· Ensure that all information is secured, used and maintained in line with internal and external standards including ensuring that confidential information is processed in line with the Data Protection Act and College policies

· Participate in relevant and appropriate training and development as required.

· These duties may be amended from time to time by the line manager in consultation with the post holder.

Line Management

If your job includes line management you may be asked to line manage members of staff who spend most of their time working on the course or courses that you lead. This will usually be either Instructors, Associate Teachers or support staff who are central to the course or courses you are leading. If you are asked to line manage staff, your manager or Head of Department will discuss this with you and ensure you are supported and receive appropriate training.

Method of Working

Barnsley College expects all staff to work effectively as part of a team or teams, delivering high quality education and support to staff and students.  As a minimum this requires dealing with people politely and tactfully, communicating with colleagues and students both formally and informally, offering guidance and information in accordance with College guidelines, polices and procedures when requested and contributing to the maintenance of the Barnsley College environment. In order to do this staff are expected to make themselves aware of the relevant polices and procedures. All staff are required to maintain confidentiality as required.   

Public Relations
Considerable importance is attached to the public relations aspect of all work undertaken by Barnsley College staff. It is a prime objective therefore that staff will at all times project to the public the image of the College as keen to assist wherever possible, and positively promote the work that is carried out across its various services. 
PERSON SPECIFICATION REC 4 – Human Resources Manager
	Specification


	Essential
	Desirable
	Examples Measured by

	Education and Training

Formal qualifications and relevant training
	Minimum level 6 HR Management qualification 
Level 2 English and maths 
 
	Level 7 HR Management qualification (i.e. Diploma or Masters)
CIPD accreditation
	Application Form

Documentary Evidence

References

	Work Experience

Ability to undertake duties of the post


	Minimum of 2 year’s HR supervisory experience in a medium to large / complex organisation
Creation of effective working relationships with senior colleagues, staff trade unions and other key HR stakeholders
Experience of sickness administration/monitoring

Experience of all aspects of the recruitment process (advertising, interview, contracts and associated admin etc.)

	Experience of salary administration/payroll 
Experience of working within a College

Experience of complex/detailed ER issues (e.g. TUPE, restructures, tribunals etc.)


	Applications form

Interview

References

Performance of task / test at interview

	Skills and Knowledge

Includes abilities and intellect


	Thorough understanding of employment related issues (e.g. contracts of employment, equal opportunities, basic procedures)
Knowledge of relevant employment legislation 

Thorough understanding of the recruitment process including legal, equal opportunities and safeguarding issues.

Understanding of payroll processes and priorities

Excellent IT Skills, including the ability to use spreadsheets and formulas in Microsoft Excel

Ability to analyse data and produce reports with associated commentary

Experience of using and maintaining computerised personnel information systems and databases

Excellent communication skills
	
	Interview

References

Performance of task / test at interview

	Personal Qualities

Includes any specific physical requirements of the post – (subject to the provisions of the Equality Act)


	Ability to prioritise workload

Ability to use initiative

Positive approach to work

Confidence to guide and advise management staff

	
	Interview

References

Performance of task / test at interview

	Suitability to work with children

Issues relating to safeguarding and promoting the welfare of children
	Motivation to work with children, young people and vulnerable adults

Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults

Emotional resilience with challenging behaviours

	
	Interview

References
Enhanced DBS check
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